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EHCNA Application Guide for Parents 

1.  Introduction 
The new digital EHCNA application process for Parents replaces the previous manual form as of 
2nd June 2025. The new form is more comprehensive and consequently takes longer to complete 
– around an hour or so, and it helps to be prepared. The additional information helps in the 
assessment. The importance of the application makes it worth the effort.  

For parents with a child at school it's often best to make an application through and with the 
school who will fill in an application on your behalf. Parents have a right to make an application 
for their child themselves. It is always useful to make school aware if you are making an 
application so they can collate their SEND support documentation as Leicestershire’s SENA will 
request this information from the school once an application has been made. 

For parents whose child is not in school, you are the advocate for your child and it’s important 
that you communicate your child’s issues in the best way possible.  

The Parent application form has the following sections: 

1. Information about the form 
Explains what the form is for, information collected and why we need it, how long it 
takes to complete and what happens next 

2. Agreement 
Basic details – area you live in, age details of child and details of consent for use of 
information 

3. Your details 
Name and contact details 

4. Child or Young Person details 
Child name, age, education setting and reason for applying for an EHCP 

5. Child or young Person views 
Questions that help to understand how your child sees themselves and how others 
see them, what they enjoy, difficulties they have, what might help and how they see 
the future 

6. Family conversation 
These questions allow the parent or carer to express what they think would help the 
child 

7. Keeping you informed 
If you want to follow progress you can select automated text messages, normal 
email support or both 

The form is open for 60 minutes between saves and can be saved at multiple points. You can 
also come back to it to amend and continue with completion before submitting the form. Other 
documents can also be attached in support of your application. If there are questions to which 
you don’t have an answer, please add ‘N/A’ or ‘Not sure’ 

Once you have completed and submitted the form, you will see a printable version of the form 
and it will be available in ‘My Requests’. The form will be sent to the Assessments team, and you 
will receive an email advising you of the submission.  

If for any reason you are unable to complete the form, please contact the SENA Service for help. 
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2. Creating an account 
To ask for an assessment you will need to create an account as a once off process. From then 
on you can log in.  

To create an account, click on the link to take you to the webpage ‘Get help with your child's 
progress’ where the link is shown below 

 

Selecting this will take you to an account sign up or login. If you do not have an account, select 
‘Sign up’ 

  

Complete the registration details (and ensuring password complies with rules) and submit the 
application, after which you can log in 

 

https://www.leicestershire.gov.uk/education-and-children/special-educational-needs-and-disability/where-to-start-with-send/get-help-with-your-childs-progress/assessment
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3. Logging in 
To log in, click on the link to take you to the webpage ‘Get help with your child's progress’ , 
and select the following 

 

Selecting this will take you to an account sign up or login. If already have an account, select 
‘Login’ 

 

Select Login and add your details and select ‘Sign in’ 

 

This displays the following ‘Self Service’ screen. If this is a new application, select ‘Request for 
Educational Health and Care Needs Assessment (EHCNA) – Parent or Carer Application’ 

 

If you are returning to a previously saved application, select ‘My requests’. If you have several 
requests, use the ID on the email you will have been sent to identify and retrieve the form and 
continue with your application. 

https://www.leicestershire.gov.uk/education-and-children/special-educational-needs-and-disability/where-to-start-with-send/get-help-with-your-childs-progress/assessment
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4. EHCNA Application Form guidance and tips 

The form is interactive with drop down lists to help selection, in some cases with options and in 
others free text where you can add detail. The sections are shown at the top of the page and 
highlights where you are progressing in the form. 

 

The sections are completed sequentially and next is selected to move to the next page.  

Ast the bottom of each page there are options to cancel, save and to move to the next page 

 

Save can be used at any point and the form can be returned to later in your account. 

Mandatory data is indicated by a red asterisk * 

Some sections where additional information is needed, as for example below - add the 
information and click on the ’Add Record’ button (bottom right of section). This is shown where 
there is a ‘Please press ‘Add record button’’ ribbon on the screen. If this is not selected, the data 
will not be saved, and an error will show when you have completed the form 

Items highlighted in a red box are important 
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4.1 Information 
The information here requires no required input but advises the parent/carer how information is 
used and an overview of the process 
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4.2 Agreement 
The information and application process involves use of the data provided to the authority and 
this in outlined for acknowledgement and agreement by the parent/carer.  

Initial information about the child is collected – location and age 
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4.3 Your Details 
Your own details should be added as the applicant to ensure that we can remain in contact 
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4.4 Child/Young Person Detail 
This section collects details of the child and parent/carers, and has a free text section allowing 
the parent/carer to state why the child needs an EHCP 

Add child details 
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And then add a/the person with parental responsibility 

 

Some additional child details are collected for context 

 

 

If required, additional adults or carer details can also be added.  

Be sure to select the ‘Add Parent’ button to make sure the additional details are recorded as 
more than one additional person can be selected 
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The final part of this section is essential to the form and requests details of the reason for 
applying for an EHCP 
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4.5 Views of Child/Young Person 
It is important to provide a picture of key aspects of how the child sees themself and 
how others see them.  
Ideally this information is asked for from the child themself 
Documents can be added here to support this. 
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4.6 Family Conversation 
This section allows the family and others to cover what they think is important for the child. 

Again documents can be uploaderd to support or illustrate the case beingmade. 
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4.7 Keeping you informed 
The final section can be used to ensure that you are kept up to date by conventional email traffic 
of with additional texts messages as your case progresses 

 

If there is missing information when the form is submitted, you will be directed back to the area 
where the information supplied doesn’t work 

 


